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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of the study was to survey representative 
business establishments in the Waterbury, Connecticut, area 
to ascertain deficiencies of new office employees and to 
obtain the suggestions of office managers for improving the 
business education programs in the local high schools. 
Analysis of the Problem 
The following specific objectives were intended in this 
survey: 
1. To learn what sources are used most frequently to 
secure employees. 
2. To determine the requirements for initial employ-
ment. 
3. To ascertain what types of employment tests are 
used by the business firms surveyed, if any. 
4. To obtain the approximate number of employees 
engaged in office work. 
5. To ascertain the most common deficiencies observed 
in new employees with respect to (1) preparation and (2) 
personal traits and work habits. 
6. To learn what office machines are in use in the 
offices. 
2 
7. To learn whether businessmen consider the general 
education and skill training of new employees adequate. 
8. To obtain their suggestions for additions to or 
revisions of the existing curriculums. 
Justification of the Problem 
Business education is thought of as the adjustment of 
the individual to his business environment. Business educa-
tion helps to achieve many of the aims of education but has 
for its primary objective the preparation of students for 
entrance upon a business career. 
The necessity for keeping in continuous and direct 
contact with business is expressed by Blackler: 
Since its inception, business education has 
endeavored to gear itself to American business. 
Today 1 s students are tomorrow!s workers. When 
they enter business, these students should be 
acquainted with the structure and practices of 
business. To accomplish these goals requires 
constant effort on the part of the schools in 
direct contact with business. In this way develop-
ments in ~usiness may be incorporated into class-
room instruction and both forces advance together. 
Coordinators report that an occupational 
survey of the community is necessary to deter-
mine the kind of personnel needed and thi type 
of preparation that schools should give. 
Blackler specifically states that ~An essential element 
of vocational business education is knowledge of what will 
lBlackler, William R., UTaking the CUe from Business," 
Business Education Forum, vol. 10, April 1956, p. 29. 
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be required of the student in his employment.ul 
In discussing methods of evaluating business education 
services to the community, Whitcraft2 writes: 
Through our combined efforts to improve our 
services to the community, we hope to make our 
community a better place to live •••• One of 
the greatest potential sources of community 
improvement and well-being can be found in a 
modern department of business education in an 
up-to-date secondary high school. 
Scope of the Study 
This study included a survey of representative business-
men in the Waterbury, Connecticut, area to obtain data 
regarding the initial employment of high school graduates 
trained in business education, and to solicit the impressions 
and recommendations of these businessmen in order to improve 
the business curriculum and, consequently, provide local 
business firms with adequately trained personnel. 
Organization of the Study 
Chapter I sets forth the statement, justification, and 
scope of the study. Chapter II provides the background 
of the study. Chapter III contains a review of the 
literature within the past ten years related to this 
1rbid., p. 29. 
2Whitcraft, John E., "How Business Education Can Eval-
uate Its Services to the Community," Business Education 
Forum, vol. 10, May 1956, p. 18. 
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study. Chapter IV outlines the procedures and methods 
used in conducting this study. Chapter V presents a 
detailed analysis of the data obtained from the checklists. 
Chapter VI gives a summary of the findings. Chapter VII 
offers recommendations for improving the business educa-
tion curriculums in the local high schools. 
CHAPTER II 
BACKGROUND OF THE STUDY 
The City 
Waterbury, Connecticut, located in western Connecticut, 
is 89 miles northeast of New York and 149 miles southwest 
of Boston. The present town of Waterbury was founded 
originally in the year 1674 as the plantation of Mattatuck 
by permission granted by the General Court of the Colony of 
Connecticut. 
Our original settlers believed that 30 families could 
be accommodated in the Waterbury area, whereas by contrast 
today over 25,000 families constitute the community, a 
population of 106,803. 
The rugged terrain of Waterbury was not conducive to 
farming and, as a result, as early as 1750, Waterbury 
residents turned to manufacturing. The quality of the 
workmanship of the Waterbury workers soon was known through-
out the world and other skilled artisans were attracted to 
the area. The manufacture of brass mill products, clocks, 
and lamps (oil) added to the fame of the community, and 
by the middle of the nineteenth century, Waterbury was 
well on its way to becoming a center of industrial activity. 
Today Waterbury has no challenger to its slogan, ''Brass 
Center of the World.n 
Manufacturing 
The primary industry of Waterbury is the manufacture 
of brass and brass products. In fact, any small article 
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that can be made out of brass is likely sooner or later to be 
manufactured here. Waterbury has over 270 manufacturing 
plants ranging from one-man operations to plants employing 
several thousands of people. The principal products manu-
factured in Waterbury are clocks, watches, timing devices, 
recording instruments, tools, ladies' garments, plastics, 
leather belting, wood and cardboard cartons, printing and 
publishing, screw machine products, novelties, television 
parts, metal tubing, metal hose, pins and paper clips. 
Education 
The public school system of the City of Waterbury is 
controlled by a board of nine members, elected every two 
years in the city election. The administrative head of the 
school department is the Superintendent and the system is 
financed by local and state revenues. 
Waterbury's public school system consists of twenty-
five public grammar schools and three public high schools, 
having a total registration of 17,046 students as of 
October 1, 1959. To supervise and staff the schools, 
twenty-four principals and 532 teachers are required. 
There are eleven parochial schools, including two 
high schools and one academy, with a total enrollment of 
6,6~5 students. In addition, there is the McTiernan 
S,chool for Boys and the Beth David Academy school with 
grades one through four. 
Waterbury has one business college, two schools of 
nursing, one state vocational and technical school, and an 
extension of the University of Connecticut. St. Margaret's 
Private School for Girls is located within the city; the 
Westover School for Girls is in suburban Middlebury. The 
Taft School for Boys is in Watertown, and the Cheshire 
Academy for Boys is in Cheshire; both, adjacent towns. 
The state vocational-technical school offers training 
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in the building, electrical, mechanical, and machine trades, 
and training in beauty culture and dressmaking. A balanced 
general and related educational program on the secondary 
level is offered. This school serves Waterbury and the 
surrounding towns. 
A recent surveyl shows that additional classrooms 
numbering 60-75 (including high schools) will be needed by 
the public schools five years from now. 
A committee was established to publicize the findings 
of this evaluat~on in a constructive manner, and to imple-
ment programs necessary to fulfill the objectives. 
lwaterbury Business Appraisal Committee, Which Way, 
Waterbury? A Self Evaluation of the Waterbury Area 
Business Climate, 1960. 
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With respect to education, the community has some 
need for improvement in both physical facilities and curri-
culum. 
This study attempts to relate its objectives. to the 
local interests prompted by the recent survey undertaken 
by the Waterbury Business Appraisal Committee. 
CHAPTER III 
REVIEW OF RELATED LITERATURE 
A great deal of literature has been written on the 
findings of surveys concerned with curriculum improvement 
in the field of business education. Pertinent excerpts from 
the literature and research of the past decade are presented 
in this chapter. 
In the revised edition of his textbook, Tonnel very 
aptly includes a chapter on "Curriculum Evaluation" in 
which he claims: 
It is foolish for the school or for any other 
social institution to assume that it can make 
progress by itself. On the other hand, every 
institutional program must be conscious of its 
contributions to social and economic life. Only 
as business education becomes aware of the respon-
sibility and contributes to it on a comprehensive 
basis will it be serving its complete function in 
the community. But it is equally important to 
maintain what has been found workable. 
In her article entitled, "Imperatives in Planning the 
Secondary School Business Education Curriculum," Crank2 
includes as her sixth "imperative,"' the following statement: 
"The business education curriculum must be a cooperative 
venture, enlisting the aid of school officials, businessmen, 
lTonne, Herbert A., Principles£! Business Education, 
Second Edition, Gregg Publishing Division, MeGraw~Hill Pub-
lishing Company, Inc., New York, 1954, p. 514. 
2crank, Doris H. and Floyd L., "Imperatives in Planning 
the Secondary School Business Education Curriculum,"~ 
Balance Sheet, vol. 41, April 1959, p. 346. 
parents, and former students." 
How this imperative applies to curriculum improvement 
is explained by Crank: 
A maJor implication of this imperative is 
that cont~nuous surveys of the employment 
community serve as bases for curriculum develop-
ment and improvement. Certainly there is no more 
accurate method of determining the curricular 
experiences that students should have than to 
learn precisely what is expected of them on the job.l 
In reviewing a nationwide survey of beginning office 
workers conducted by the National Office Managers Associa-
tion, DeVaughn notes that attitudes of beginning office 
workers are the key to job success, that office managers 
believe that beginners need more than technical ability, 
and that teachers can do something about attitudes. 
One of the survey questions listed fifteen 
worker qualities that the office managers were 
asked to rank in order of importance. Attitude~ 
came out on top of the list by a wide margin-.-· • 
even above such qualities as intelligence, common 
sense, accuracy, personality, and ~otential 
ability to grow into a bigger job. 
Nearly half of the respondents to the question 
of what characteristics were most irritating to 
them gave top billing to "undependability.t.t3 
The survey indicated that more attention 
should be given in t~e school to the area of 
student development. 
1rbid., p. 346. 
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2nevaughn, A. G., uWhy Good Beginners Fail in the 
Office,n The Balance Sheet, vol. 36, November 1954, p. 103. 
3rbid., p. 103. 
4Ibid., p. 103. 
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A questionnaire survey of a selected group of 20 
member firms of the Office Managers Association of Chicago 
was conducted to determine: (1) acceptable, current stan-
dards for work in offices, (2) the most important machine 
areas and the degrees of proficiency required, (3) the 
most apparent deficiencies in skills and personal qualities 
presently found in employees. 
Brown reports the following from findings of this survey: 
• • • spelling ranks first on the list as being 
most frequently indicated as a deficiency in 
employees. Accuracy follows close behind spell-
ing, with attendance and punctuality and the 
assuming of responsibility next in order. 
Penmanship and vocabulary conclude the list of 
significant responses.l 
In describing what business looks for in high school 
graduates, Lanham declares: 
• • • an interviewer in a personnel department 
looks for good personal qualities. No matter. 
how skillful an applicant may be in performing 
certain duties, he is useful to a business only 
if he is dependable, loyal, courteous, willing 
to work, ready to cooperat~, and possessed of 
many good personal habits. 
A report of a Ford Foundation Fellowship granted Elmore 
M. Day, Jr., to conduct a study of business indicates the 
feelings of businessmen on the qualifications of the school, 
student, and employee. Recommendations made in this study 
show how the school program may be improved. 
lBrow.n, Laura L., "A Survey of 20 Business Firms," 
~ Balance Sheet, vol. 3~, September 1952, p. 12. 
2Lanham, Elizabeth, "What Business Needs in the High 
School Graduates,u The Balance Sheet, vol. 23, February 
1952, p. 251. 
Some national results of his study follow.: 
(a) ••• the majority of contacts with prospec-
tive employees were first made with the placement 
offices of the schools. In other instances, the 
applicant wrote to the company to inquire about 
job possibilities or visited the office person-
ally to seek employment. 
(b) The procedure followed in the majority of 
cases once the applicant was in the employment 
office was as follows: 
1. Completion of the application at which 
time neatness and legibility are of the essence. 
2. Preliminary interview when proper dress, 
speech, and manners are observed. 
3. Administration of tests. 
4. Second interview--usually with a super-
visor. 
5. Personal records and character refer-
ences are checked with friends, past employers 
and schools. 
6. Notification of the dispensation of 
the application.l 
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That nearly all employment managers investigate not only 
the applicant's school grades but also his school attendance 
has been significantly noted in Day•·s report. Further, 
employment managers are looking for a conscientious worker, 
one who is courteous and polite, honest and humble with 
many other usual personality attributes. 
To obtain his results, author Day traveled 28,000 miles 
through 34 states, had 212 businessmen present at his 24 
lDay, Elmore M. Jr., ttThe National Pulse of Office 
Employment,": The Balance Sheet, vol, 38, December 1956, 
p. 58. 
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conferences, and personally toured 77 offices and plants 
where he met and talked with another 1,000 businessmen and 
women. 
In her survey of 128 business firms in the Greater 
Boston area, Bettil notes that those deficiencies most 
frequently listed as very common were: inability to compose 
letters, poor punctuation, poor spelling, inability to write 
legibly, and failure to check work for accuracy. Her report 
states that over 50 per cent of the respondents considered 
as very common or fairly common the following: poor vocabu-
lary, lack of ability to write legibly, inability to answer 
the telephone properly, and inability to typewrite accurately. 
Deficiencies not listed on Betti t:s2 questionnaire but 
added by the responding employers included: failure to 
follow directions, insufficient skill in transcribing notes 
from dictation, lack of initiative, poor office housekeeping, 
inaccuracy, failure to use common sense, poor attendance, 
lack of training in using independent judgment, inability 
to reason or to catch the errors of others, lack of pride 
in work, and reluctance to accept responsibility. 
Betti•s3 findings in regard to personality traits and 
1Betti, Ida Marie, A Survey of 128 Greater Boston 
Business Firms to Determine Some of-the -Deficiencies .of New 
Office EmployeeS, Master •·s Thesis -;-Boston University, l951+'; 
p. 23. 
2Ibid., p. 24. 
3Ibid., p. 25. 
llr 
work habits show tardiness to be regarded as very common; 
lack of initiative, tendency to waste time, poor organiza-
tion of work, and lack of willingness to do more than the 
mere requirements were noted by many of the respondents. 
Recommendations for curriculum revision were stated in 
the Callahan thesis resulting from her survey of firms in 
Cambridge, Massachusetts, as follows: 
1. Consideration should be given to offering a 
course in personality in which the need for 
having an interest in one•:s work, the ability 
to get along with others,-and the development of 
desirable personal traits would receive emphasis. 
2. More emphasis should be given to accuracy in 
typing, spelling, grammar, taking dictation in 
shorthand, arithmetic, and composing at the 
typewriter. 
3. Serious consideration should be given to 
offering a course in office practice in which 
the pupils would receive instruction in the 
operation of the various business machines, using 
filing systems, and in the proper technique of 
using the telephone. 
4. Consideration should be given to making 
Business English available to all business 
students. 
5. Up-to-date machines, both manual and electric, 
should be provided for typewriting instruction 
and also for use in an office practice course. 
6. Provisions for a practical review of the 
fundamentals of arithmetic in the Ienior year 
should receive some consideration. 
lcallahan, Mary Francis, Sister, A Survey of Firms. 
Employing~ 1948-~ Business Depa~tment-Graduates-£1 
St. l£h!! High School, -Cambridge, Massachusetts, -.llih- --
Implications -fo~ Curriculum-Revision, Maste~t:s Thesis, 
Boston University, -1954, pp. 69-70.-
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Initiative was a factor in which the Cambridge employers 
noted the greatest amount of deficiency in the graduates. 
An investigation to determine the present testing 
procedures of some of the leading business firms in the 
Boston area was made in order to make available information 
concerning the training that should be given to prospective 
applicants. In her summary, Roman reports that: 
In spite of the fact that 48 per cent of the 
firms reported the use of formal tests in deter-
mining the employment of stenographers, the follow-
ing factors were considered very important in regard 
to their classification in considering stenographic 
applicants for employment: recommendation of the 
school; recommendation of the references; and tests 
designed by the company. Clerical aptitude tests, 
intelligence tests, and personality tests were the 
type of tests considered very important by1 the greatest percentage of the business firms. 
To encourage more competency in certain fields, Roman 
relates the following: 
In preparing the students for the examination 
given by the business firms, the teachers should 
help the students to become more competent in the 
fields of typing, shorthand transcription, spell-
ing, vocabulary, and English grammar since these 
subjects were included in the majority of the 
tests given b.1 the business firms.2 
In considering stenographic applicants for employment, 
Roman adds: 
The results of the personality tests were 
considered very important in considering steno-
graphic applicants for employment. Some attempt 
lRoman, Irene L., Survey££~ Testing Procedures 
~for Initial Employment-of.&tenoeraphers, -Master~s 
Thesis, .Boston University, -1954, .p. 1. 
2Ibid., p. 43. 
should be made by the schools to1introduce a course dealing with personality. 
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The literature reviewed and quoted here illustrates 
the thinking within the past ten years. Surveys show that 
businessmen all over are looking for well-trained, well-
adjusted, conscientious graduates. They agree there is 
room for improving the standards of the schools as well as 
the quality of the product of the schools. 
The procedures used in conducting this study are given 
in Chapter IV. 
CHAPTER IV 
PROCEDURES USED IN GATHERING DATA 
The purpose of this study was to survey representative 
business establishments in the Waterbury, Connecticut, area 
to ascertain deficiencies of new office employees and to 
obtain the suggestions of office managers for improving the 
business education programs in the local high schools. The 
following procedures were followed. 
1. Research studies and current literature in the 
field of business education were reviewed for background 
knowledge. 
2. An employer checklist was formulated for the use 
of the office managers furnishing the desired data. 
3. Consultation with the Executive Vice President 
of the Waterbury Chamber of Commerce resulted in his whole-
hearted encouragement. 
4. Approval to do the study was obtained from the 
Superintendent of Schools. 
5. A letter of transmittal explaining the purpose 
of the survey was prepared. 
6. The checklist with letter of transmittal enclosed 
was sent to 120 representative business firms in the 
Waterbury area. 
7. Follow-up postal cards were mailed to those who 
had not responded to the letter within two weeks. 
8. Of the 120 business firms contacted, 70, or 58 
per cent, responded. 
9. Letters of appreciation were sent to all the 
respondents. 
10. The data obtained from the returned checklists 
were examined and tabulated. 
11. Conclusions and recommendations based upon the 
findings were summarized. 
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The problems involved in this study seemed appropriate 
at a time when the tremendous growth in the student popula-
tion in Waterbury demanded enlarged schools and even 
additional schools. 
The subordinate problems were significant in defining 
the local situation. Upon the subordinate problems the 
research instrument or checklist was formulated. 
The checklist was planned to cover all the pertinent 
issues and consideration was given to formulating it in a 
way that would require the least amount of the respondents• 
time to fill out. The items were arranged with reference 
to the results described in Chapter IV of Betti•s1 thesis. 
The mailing list consisted of 120 business firms 
selected from "A Roster of Manufacturing Firms" compiled 
by the Chamber of Commerce of Waterbury and from the City 
Directory. 
lBetti, ~· ~., PP• 16-36. 
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The checklists were enclosed in letters mailed to 120 
business establishments carefully selected to include a 
cross section of representative business firms in the 
Waterbury area on February 26, 1960. After two weeks a 
follow-up postal card was mailed to those who had not yet 
replied to the letter reminding them of the importance of 
their participation in the survey. 
When sufficient replies were received, a letter was 
mailed to all respondents to express appreciation to them 
for the efforts and interest they had displayed. 
The items of 70 checklists were examined and tabulated 
in Chapter V. The findings and recommendations were 
drafted as described in Chapters VI and VII. 
CHAPTER V 
ANALYSIS OF DATA OBTAINED FROM CHECKLISTS 
Checklists were mailed to 120 executives of business 
firms in the Waterbury, Connecticut, area and 70, or 58 
per cent, were returned. Thirty-five, or 50 per cent, 
were completed by the executives to whom they were 
addressed; 28, or 40 per cent, were handled by office 
and personnel managers; seven, or ten per cent, were 
processed by others who appended no title. 
Within one week 42, or 60 per cent of the responses, 
were returned; within three weeks 60, or 86 per cent, 
were returned. The remaining ten were returned as late 
as seven weeks after the respondents had received their 
initial request to participate in the survey. Follow-up 
letters and postal cards and even telephone calls were 
made to elicit responses from those who had not replied 
within one month. 
The types of businesses in which the seventy 
respondents were engaged are given in Table I. 
TABLE I 
THE TYPES OF BUSINESSES IN WHICH THE 70 PARTICIPATING 
FIRMS WERE ENGAGED 
Types. of Businesses Number Per Cent 
Sales 28 4o.o 
Manufacturing 26 37.1 
Banking 6 8.7 
Insurance 3 4.3 
Public Utility 2 2.8 
Other (one each) 5 7.1 
TOTALS 70 100.0 
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The greatest number of respondents were engaged in 
sales, both wholesale and retail, totaling 28, or 4o per 
cent, and manufacturing, totaling 26, or 37.1 per cent. 
Banking comprised 6, or 8.7 per cent; insurance comprised 
three.. Five other types of businesses, namely, transport-
ation, printing, advertising, a hospital, and a credit 
bureau, were represented by one each. 
TABLE II 
METHODS MOST FREQUENTLY USED BY THE 70 FIRMS 
TO OBTAIN OFFICE EMPLOYEES 
Methods Used Number of 
22 
Most Frequently Respondents Per Cent 
Employment agency 41 28.5 
Personal application 38 26.4 
Advertisement 28 19.4 
Recommendations of employees 19 13.2 
Contacting schools 18 12.5 
Table II shows the methods most frequently used to 
obtain employees. 
Multiple methods were used by 44 firms. Thirteen of 
these indicated first, second, and third preferences; 
sixteen indicated two methods, and 26 indicated only one. 
Employment agency was used by 41 respondents, or 28.5 
per cent; personal application by 38, or 26.4 per cent; 
advertisement by 28, or 19.4 per cent; recommendations of 
employees by 19, or 13.2 per cent; and contacting schools 
by 18, or 12.5 per cent. 
Contacting schools was not the method used by any of 
the 26 respondents who indicated the use of just one method. 
TABLE III 
REQUIREMENTS FOR INITIAL EMPLOYMENT EXPRESSED BY 
THE 70 FIRMS, '"ARRANGED ACCORDING TO FREQUENCYC 
OF VERY IMPORTANT RESPONSES 
Very 
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Requirement Important Important Unimportant 
Impressions 
45 24 through interview 1 
Previous 
business experience 24 30 8 
Business 
courses taken 14 39 12 
Recommendations 13 36 16 
Grades obtained 
in school 12 39 12 
Employment 
test scores 7 22 9 
Requirements for initial employment are arranged 
according to the frequency of "Very Important" responses 
in Table III. Impressions through interview is first, by 
the fact that 45 businessmen, or 64 per cent, considered it 
as very important; 24, or 34 per cent, deemed it as 
important. Only one respondent considered it as unimportant. 
Considered as "Very Importanttt by decreasing numbers 
of respondents were: previous business e:x:perienc.e, by 24; 
business courses taken, by 14; recommendations, by 13; 
grades obtained in school, by 12; and employment test scores, 
by 7. 
TABLE IV 
REQUIREMENTS FOR INITIAL EMPLOYMENT EXPRESSED BY THE 
70 FIRMS1 ·ARRANGED ACCORDING TO THE FREQUENCY OF THE TUTALS OF VERY IMPORTANT AND IMPORTANT 
RESPONSES 
Very 
Requirement Important Important 
Impressions 
45 24 through interview 
Previous 
business experience 24 30 
Business 
courses taken 14 39 
Grades obtained 
in s.chool 12 39 
Recommendations 13 36 
Employment 
test scores 7 22 
24 
Total 
59' 
5.1 
51 
49 
29 
Table IV, which is arranged according to the totals of 
"Very Important" and "Important"' responses, shows the 
requirements for initial employment expressed by the 70 
responding firms in almost the same order as Table III. 
Recommendations follows grades obtained in school in Table IV 
whereas it precedes grades obtained in school in Table III. 
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TABLE V 
TYPES OF EMPLOYMENT TEST USED BY THE 70 FIRMS 
Type of Test Number Per Cent 
Typewriting 31 44.2 
General Clerical 25 35.8 
General Aptitude 19 27.1 
Stenographic 15 21.4 
Intelligence 8 11..4 
General Mathematics 6 8.6 
Other 3 4.3 
The types of employment tests used by the participat-
ing firms are shown in Table V. Twenty-three firms, or 33 
per cent, indicated that no test was used. The greatest 
number, 31, or 44.2 per cent, specified typewriting tests. 
Twenty-five, or 35.8 per cent, used general clerical tests; 
19, or 27.1 per cent, used general aptitude; fifteen used 
stenographic; 8 us~d intelligence; and 6 used general 
mathematics. Although not on the checklist, three other 
tests were mentioned as being used: mechanical aptitude, 
handwriting, and Activity Vector Analysis. 
TABLE VI 
DISTRIBUTION OF THE 70 FIRMS RESPONDING,ACCORDING 
TO NUMBER OF OFFICE EMPLOYEES 
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Number of Office Employees Number of Firms Per Cent 
1 - 10 27 38.6 
11 - 25 22 3l.lt 
26 - 50 It 5.7 
51 - 100 8 ll.lt 
101 - 200 2 2.9 
201 -" 500 2 2.9 
501 - 1000 1 l.lt 
1000+ 1 l.lt 
Not reported 3 lt.3 
TOTALS 70 100.0 
Table VI shows the distribution of business firms 
according to the number of office employees as reported by 
the 70 firms included in this study. Forty-nine firms, or 
70 per cent, employed one to 25; 12 firms, or 17.1 per cent, 
employed from 26 to 100; five firms, or 7.2 per cent, 
employed from 101 to 1,000; one firm employed 1,325. The 
totals of men and women employed indicate a ratio of 1.2 
men to one woman. 
Three respondents did not answer this item of the 
checklist. 
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Deficiencies in job preparation observed in new 
employees by the 70 respondents are shown in Tables VII and 
VIII. Table VII is arranged according to uvery Commonu 
responses whereas Table VIII is arranged according to the 
frequencies of the totals of the uvery Common '1 and "Fairly 
Common• responses. 
Results of the Waterbury, Connecticut, area survey 
show poor spelling and inability to compose letters to be 
ltVery Commonu by the greatest number of respondents; results 
of a survey of the Greater Bostonl area show inability to 
compose letters, poor punctuation, and poor spelling to be 
most frequently noted as ~very Common," in that order. 
'When those deficiencies which are considered uvery 
Common" and "Fairly Commonu are combined as in Table VIII, 
inability to write good English moves into second place, from 
tenth place in Table VII; failure to check accuracy of work 
moves into sixth place, from thirteenth place in Table VII; 
inability to type accurately moves into tenth place, from 
twentieth place in Table VII. 
Of the five deficiencies least frequently indicated in 
Table VIII, three are the same as in Betti •·s2 study: 
insufficient speed in transcribing notes, failure to tran-
scribe notes accurately, insufficient skill in using listing 
machines; the other two of the five are insufficient know-
ledge of making entries, and inaccuracy in keeping records. 
1Betti, 
.Q.R• cit., p • 22. 
2Betti, 
.Q:Q• ill·' p. 23 • 
TABLE VII 
DEFICIENCIES IN JOB PREPARATION IN NEW EMPLOYEES 
OBSERVED BY THE 70 EMPLOYERS, ARRANGED ACCORDING 
TO THE FREQUENCY OF VERY COMMON RESPONSES 
s:: >.s:: >.o r-IO 
Deficiency ~§ .~ ~ dO 
0 liiO 
Poor spelling 22 27 
Inability to compose letters 21 27 
Lack of ability to write legibly 20 24 
Insufficient skill with calculating machines 15 18 
Insufficient skill with duplicating machines 15 18 
Poor punctuation 15 31 
Inability to answer telephone properly 14 25 
Poor vocabulary 13 3lt-
Insufficient knowledge of filing 13 2lt-
Inability to write good English 12 36 
Inability to act as effective receptionist 11 20 
Insufficient speed in taking dictation 11 17 
Failure to check accuracy of work 10 35 
Failure to transcribe notes a~curately 10 17 
Inability to do simple arithmetic 10 21 
Failure to make neat erasures 8 27 
Insufficient speed in transcribing notes 8 20 
Insufficient skill with listing machines 8 15 
Inability to speak good English 7 25 
Inability to type accurately 7 29 
Insufficient knowledge of making entries 7 21 
Insufficient knowledge of posting 7 24 
Inability to type with reasonable speed 6 2B 
Inaccuracy in keeping records 6 20 
2B 
s:: 
+>o 
g~ 
0 
0 
13 
4 
20 
14 
14 
11 
22 
15 
22 
14 
18 
11 
17 
14 
25 
22 
13 
17 
29 
22 
17 
17 
21 
31 
TABLE VIII 
DEFICIENCIES IN JOB PREPARATION IN NEW EMPLOYEES 
OBSERVED BY THE 70 EMPLOYERS, ARRANGED ACCORDING 
TO THE FREQUENCY OF THE TOTALS OF VERY COMMON 
AND FAIRLY COMMON RESPONSES 
s:: ~s:l 
:Deficiency ~i riO F-t~ 1>8 ~0 rz.o 
Poor spelling 22 27 
Inability to write good English 12 36 
Inability to compose letters 21 27 
Poor vocabulary 13 34 
Poor punctuation 15 31 
Failure to check accuracy of work 10 ~~ Lack of ability to write legibly 20 
Inability to answer telephone properly 14 25 
Insufficient knowledge of filing 13 24 
Inability to type accurately 7 29 
Failure to make neat erasures 8 27 
Inability to type with reasonable speed 6 28 
Insufficient skill with calculating machines 15 18 
Insufficient skill with duplicating machines 15 18 
Inability to speak good English 7 25 
Inability to act as effective receptionist 11 20 
Inability to do simple arithmetic 10 21 
Insufficient knowledge of posting 7 24 
Insufficient speed in taking dictation 11 17 
Insufficient speed in transcribing notes 8 20 
Insufficient knowledge of making entries 7 21 
Failure to transcribe notes accurately 10 17 
Inaccuracy in keeping records 6 20 
Insufficient skill with listing machines 8 15 
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rl 
"' 
....., 
0 
E--1 
49 
48 
48 
47 
46 
45 
44 
39 
37 
36 
~~ 
33 
33 
32 
31 
31 
31 
28 
28 
28 
27 
26 
23 
30 
TABLE IX 
DEFICIENCIES IN PERSONAL TRAITS AND WORK HABITS OBSERVED 
IN NEW EMPLOYEES BY THE 70 EMPLOYERS, ARRANGED 
ACCORDING TO THE FREQUENCY OF 
VERY COMMON RESPONSES 
s:::; >as:: s:: 
:>ao r-IO .f..)Q 
Deficiency ~~ ~~ ~~ 
>o ~0 0 0 rx..o 0 
Lack of willingness to do "extras" 17 25 20 
Lack of initiative 16 39 10 
Tendency to waste time 12 32 18 
Lack of interest in work 9 31 22 
Lack of respect for superiors 6 12 40 
Tardiness 5 27 29 
Poor organization of work 4 31 23 
Lack of courtesy 3 9 49 
Poor attendance 1 20 40 
Poor grooming 1 20 4o 
Failure to get along with fellow employees 1 11 49 
Little dependability 21 36 
The deficiencies in personal traits and work habits in 
new employees observed by the 70 respondents are arranged 
according to the frequencies of ttvery Common" responses in 
Table IX. The first three deficiencies indicated as ttvery 
Common"·by the greatest number of businessmen are also the 
first three listed in Table X which is arranged according 
to the frequency of the totals of UVery Common" and "Fairly 
Common~1 responses, namely: Lack of willingness to do 
•extras," lack of initiative, and tendency to waste time, 
though not in the same order. 
TABLE X 
DEFICIENCIES IN PERSONAL TRAITS AND WORK HABITS OBSERVED 
IN NEW EMPLOYEES BY THE 70 EMPLOYERS, ARRANGED 
ACCORDING TO THE FRE.QUENCY OF THE TOTALS, OF 
VERY COMMON AND FAlRLY COMMON RESPONSES 
t:: ~t:: 
Deficiency ~0 riO ~~ ~m 
> 0 roo 0 rx.o 
Lack of initiative 16 39 
Tendency to waste time 12 32 
Lack of willingness to do "extras'* 17 25 
Lack of interest in work 9 31 
Poor organization of work 4 31 
Tardiness 5 27 
Poor attendance 1 20 
Poor grooming 1 20 
Little dependability 21 
31 
rl 
"' .p 
0 
E-1 
55 
44 
42 
4o 
35 
32 
21 
21 
21 
Lack of respect for superiors 6 12 18 
Lack of courtesy 3 9 12 
Failure to get along with fellow employees 1 11 12 
Added to the checklist by the respondents were: Lack 
of vision, lack of understanding of business organization 
and structure, lack of knowledge of business practices, and 
lack of realization of the responsibilities of corporate 
enterprise. 
In her survey of 128 Greater Boston area businessmen, 
Bettil found lack of initiative, tendency to waste time, 
tardiness, poor organization of work, and lack of willing-
ness to do little "extrasu as most frequently indicated by 
the respondents as common. The results of the Waterbury 
1Betti; .Q.R• ill· , p. 27. 
survey show lack of initiative, tendency to waste time, 
lack of willingness to do "extras,u lack of interest in 
work, and poor organization of work as most frequently 
indicated by the local respondents. 
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It is an accepted fact that business education would 
not be complete without the necessary knowledge of business 
machines. In her report of the suggestions of businessmen 
for improving the business training program, Bettil includes 
several comments pertinent to the importance of the training 
of the students in operating business machines. Two of the 
comments follow: 
"Public schools are generally not equipped 
with office machines for training. Schools 
should have such equipment as comptometers, 
calculators, bookkeeping machines, dictating 
transcribers, etc.u 
"I believe that if the various school 
departments would equip their machine practice 
students with instruments that were up to date, 
it would be an inducement to the students who 
would be familiar with up-to-date machines." 
The responses from 70 businessmen in the Waterbury, 
Connecticut, area include data regarding the types of 
business machines in use in local offices. These data 
are reported in Tables XI, XII, XIII, XIV, XV, and XVI 
of this report. 
1Betti, QQ• cit., p. 31. 
TABLE XI 
TYPES OF ADDING.MACHINES REPORTED BY THE 70 FIRMS, 
ARRANGED ACCORDING TO THE FREQUENCY OF THE 
TOTALS OF NANUAL AND ELECTRIC MACHINES 
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Adding Machines Manual Electric Total 
Burroughs 19 39 58 
Victor 9 8 17 
National Cash Register 11 11 
Monroe 9 9 
Friden ~ 7 Sundstrand 3 7 
Clary 4 4 
Allen Wales 1 3 4 
Remington Rand 1 1 2 
Olivetti Divisumma. 1 1 
Regna 1 1 
Underwood 1 1 
The types of adding machines reported by the 70 firms 
are arranged according to the frequency of the totals of 
manual and electric machines in Table XI. 
The Burroughs adding machine was used by 58 firms, or 
47.5 per cent; more than 67 per cent of these were electric. 
The Victor was reported by 17 firms, or 13.9 per cent; 
National Cash Register by 11 firms, or 9 per cent. Others 
mentioned by two or more respondents included Monroe, 
Friden, Sundstrand, Clary, Allen Wales, and Remington Rand. 
Electric adding machines total 88, or 72.1 per cent, of 
all the adding machines reported in this survey. Nine 
firms, or 12.9 per cent, did not specify an adding machine. 
TABLE XII 
TYPES OF CALCULATING MACHINES REPORTED BY THE 70 FIRMS, 
ARRANGED ACCORDING TO THE FREQUENCY OF THE TOTALS 
OF MANUAL AND ELECTRIC MACHINES 
Calculating Machines Manual Electric Total 
Friden 1 32 33 
Monroe 19 19 
Burroughs 7 8 15 
Marchant 14 14 
Comptometer 9 5 14 
Felt & Tarrant 7 l 8 
Remington Rand 5 5 
Olivetti 3 3 
Sundstrand l l 
Table XII lists the types of calculating machines re-
ported by the 70 firms, arranged according to the frequency 
of the totals of manual and electric machines. 
As indicated in Table XII., the Friden calculator was 
the most popular machine used, representing 33, or 29.5 per 
cent of the total number; 32, or 97 per cent, of these were 
electric. Next in frequency of use was the Monroe calculator 
with 19, or 17 per cent; all were electric. Burroughs 
calculator followed with 15, or 13.4 per cent; more than 
50 per cent were electric. Other machines used in the 
business firms were Marchant, Comptometer, Felt & Tarrant, 
Remington Rand, Olivetti, and Sundstrand. Nine firms, or 
12.9 per cent, did not specify a calculator. 
TABLE XIII 
MAKES OF TYPEWRITERS REPORTED BY THE 70 FIRMS, 
ARRANGED ACCORDING TO THE FREQUENCY OF THE 
TOTALS OF MANUAL AND ELECTRIC MACHINES 
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Typewriters_ Manual Electric Total 
Royal 32 15 
IBM 33 
Underwood 21 11 
Smith-Corona 21 4 
Remington 16 4 
Olympic 3 
Olivetti 1 
Burroughs 1 
The growing popularity of electric typewriters is 
evident in Table XIII in which the makes of typewriters, 
reported by the 70 firms are arranged according to the 
frequency of the totals of manual and electric machines. 
47 
33 
32 
25 
20 
3 
1 
1 
The Royal typewriter was the most frequently used 
typewriter, representing 47, or 28.4 per cent, of the total 
number reported; almost half of these were electric. The 
IBM was reported by 33 firms, or 20.4 per cent; all were 
electric. Others reported were Underwood with 32, or 19.8 
per cent; Smith-Corona with 25, or 15.4 per cent; Remington 
with 20, or 12.3 per cent; Olympic with 3; and one each of 
Olivetti and Burroughs. Of the total typewriters reported, 
48, or 29.6 per cent, were electric. 
TABLE XIV 
TYPES OF BILLING AND BOOKKEEPING MACHINES 
REPORTED BY THE 70 FIRHS 
Machines Number of Offices_ 
National (NCR) Bookkeeping 17 
Burroughs Commercial Posting 12 
Burroughs Bank );. 
National (NCR) Posting );. 
Elliot-Fisher Bookkeeping 3 
Underwood Bookkeeping 3 
IBM Billing 3 
Monroe Bookkeeping 1 
Remington Bookkeeping 1 
None reported 22 
TOTALS 70 
36 
Per Cent 
21;..3 
17.1 
5.7 
5.7 );..3 
);..3 );..a 
1. 
1.);. 
31.);. 
99.9 
The types of billing and bookkeeping machines reported 
by the 70 firms are arranged in Table XIV. Forty-eight, or 
68.6 per cent, of the responding firms reported the use of 
billing and/ or bookkeeping machines. s.eventeen firms, or 
2>;..3 per cent, used the National Cash Register bookkeeping 
machine; 12 firms, or 17.1 per cent, used Burroughs 
Commercial posting; four firms, or 5.7 per cent, used 
Burroughs Bank and the same number used NatiDnal Cash 
Register posting. The other bookkeeping machines used 
by reporting firms were Elliot-Fisher, Underwood, Monroe, 
and Remington. The IBM billing machine was used by 
three. Twenty-two firms, or 31.1;. per cent, did not use any. 
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TABLE X5l 
TYPES OF DUPLICATING MACHINES REPORTED BY THE 70 FIRMS, 
ARRANGED ACCORDING TO THE FREQUENCY OF THE TOTALS 
OF MANUAL AND ELECTRlC MACHINES 
Duplicating Machines 
Direct Liquid 
Mimeograph 
Multigraph-Multilith 
Verifa:x:Gopier 
Ditto Gelatin 
Ditto Liquid 
Gestetnor 
Thermo-Fax-Copy 
Other (one each) 
Manual 
11 
7 
1 
3 
3 
3 
Electric 
13 
15 
8 
5 
1 
3 
13 
Total 
2lf-
22 
9 
5 
lf. 
3 
3 
3 
13 
The types of duplicating machines used by 51 firms, or 
72.9 per cent of all respondents, are arranged according to 
the frequency of the totals of manual and electric machines. 
The Direct Liquid duplicator was used by 2lf- firms, or 34.3 
per cent. Mimeograph was used by 22 firms, or 31.4 per cent; 
Multigraph-Multilith, by 9 firms, or 14.3 per cent. Five 
offices reported using Verifax Copier; four the Ditto 
Gelatin duplicator, three the Ditto Liquid duplicator, three 
the Gestetnor, and three the Thermo-Fax-Copy. Nineteen 
offices, or 27.1 per cent, did not use duplicating machines. 
Of all the duplicators reported, 67.4 per cent were electric. 
TABLE XVI 
TYPES OF TRANSCRIBING MACHINES REPORTED 
BY THE 70 FIRMS 
Transcribing Machines Offices 
Dictaphone 20 
Ediphone 7 
Soundscriber 5 
None reported 38 
TOTALS 70 
Per Cent 
28.6 
10.0 
7.1 
54.3 
100.0 
Three types of transcribing machines are arranged 
according to the frequency of the totals of the offices 
using them in Table XVI. 
Transcribing machines were used by 32 offices, or 45.7 
per cent. Of these, Dictaphone was used by 20 offices, or 
28.6 per cent; Ediphone by 7, or 10~0 per cent; Sound-
scriber by 5, or 7.1 per cent. Thirty-eight offices, or 
54.3 per cent, did not use a transcriber. 
TABLE XVII 
MISCELLANEOUS MACHINES REPORTED BY THE 
70 FIRMS, ARRANGED ACCORDING TO THE 
FREQUENCY OF THE TOTALS 
39 
Machines Manual Electric Total 
Addressograph 
Todd Check Protector 
IBM Key Punch 
F & E Check Protectograph 
9 
8 
3 
25 
25 
11 
34 
33 
11 
3 
Table XVII shows the miscellaneous machines reported 
by 52, or 74.3 per cent, of the respondents. Twenty offices; 
reported the use of one of these machines; 32 offices 
reported the use of two or more. The Addressograph was 
mentioned 34 times, or by 42 per cent, of the respondents; 
Todd Check Protector 33 times, or by 40.7 per cent; IBM 
Key Punch 11 times, or by 13.6 per cent; F & E (Felt and 
Tarrant) Protectograph three times, or by 3.7 per cent. 
Seventy-five per cent of these machines were electric. 
TABLE XVIII 
GENERAL EVALUATION OF THE TRAINING PROVIDED 
BY THE SCHOOLS AS REGARDED BY THE 
70 RESPONDING FIRMS 
4o 
Provision Adequate Insufficient 
General background education 
Business skills training 
lt5 
29 
15 
32 
Table XVIII indicates the general evaluation of the 
training provided by the schools as regarded by the respond-
ents. 
In their evaluation of the training provided by the 
schools, 60 respondents gave their opinions of both general 
background education and business skills training; four 
expressed an opinion of one only, and six gave no opinion. 
General background education was considered adequate by lt5 
respondents, or 70.3 per cent; insufficient by 15, or 23.>-t 
per cent. Business skills training was considered adequate 
by 29 respondents, or >+5.3 per cent; insufficient by 32, or 
50 per cent. Neither general background education nor 
business skills training was considered "commendable" by 
any of the respondents. 
41 
Opinions on subjects to be added and general comments 
on the program were requested in the survey. Many of the 
suggestions involved subjects already included in the high 
school curriculums, but the need for stress on those sub-
jects was advocated. Three of those subjects were 
arithmetic, grammar, and office procedures. Other sugges-
tions involved science, business machines, selling, 
general business, bookkeeping, penmanship, insurance, 
meeting the public, electronic accounting procedures, 
letter writing, and economic geography. 
Some comments made by the respondents are quoted as 
follows: 
The s.chool should develop in the students 
an interest in learning skilled trades and their 
value for their future. 
Bookkeeping and business machines should be 
taught in the senior year instead of the freshman 
and sophomore years as students give the marked 
impression that they have forgotten what they had 
learned in the earlier years. 
As a small employer we try to select out-
standing girls. The greatest shortcoming we 
encounter is limited commandof English language. 
Higher rewards could be attained by the 
individual as well as the economy at large by 
more and better salesmen. 
We feel the Board of Education is providing 
the proper subjects but the students are not 
making the best application of this training in 
the business world. The students lack responsi-
bility and loyalty to their employers. 
More emphasis should be placed on grammar, 
punctuation, vocabulary, and composition. 
More emphasis should be placed on fractions 
and percentages. 
We feel that students should improve in 
their ability to write grammatically, compose 
letters, etcetera. Improvement is also needed 
on such fundamentals as spelling and punctua-
tion. 
New subjects are not needed but better 
preparation in the existing subjects (spelling, 
typing, shorthand, and general mathematics) is 
recommended. 
Sound preparation in mathematics is needed. 
Emphasize the importance of shorthand, business 
organization and structure, and business 
competition. 
More stress on business English (specific-
ally letter writing) and Economic Geography is 
recommended. 
There is a definite need to stress accuracy 
and instill a feeling of pride in the work the 
students do. 
The results which have been tabulated and analyzed 
in this chapter will be summarized in Chapter VI. 
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CHAPTER VI 
SUMMARY OF FINDINGS. 
The purpose of the study was to survey representative 
business establishments in the Waterbury, Connecticut, area 
to ascertain deficiencies of new office employees and to 
obtain the suggestions of office managers for improving 
the business education programs in the local high schools. 
Resumes of the findings resulting from the survey of 
70 Waterbury area firms are given below: 
1. Two types of business, namely, saleaand manu-
facturing, comprised 70 per cent of the total responding 
firms in this survey. Banking, insurance, and public 
utilities constituted 23 per cent. The other seven per 
cent consisted of transportation, printing, advertising, 
a hospital, and a credit bureau. 
2. Forty-four firms resorted to more than one method 
of obtaining new office employees, namely, employment 
agencies, personal application, advertisement, recommenda-
tion of employees, and contacting schools. Where only one 
method was designated, contacting schools was not the 
method used by any of 26 single responses. 
3. Impressions through interview was considered 
important by 69 responding firms; previous business expe-
rience, by 54 respondents; business courses taken, by 53 
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respondents_; recommendations, by 49 respondents; and grades 
obtained in school, by 51 respondents. Considered as 
important by the fewest respondents, 29, was employment 
test scores. 
4. Regarding employment testing, 23 firms used no 
test for initial hiring. Typing tests were used by 31 
responding firms; general clerical by 25; general aptitude 
by 19; stenographic by 15; and intelligence tests by 8. 
Least common was the general mathematics test. 
5. Seventy per cent of the firms that responded to 
this survey employ from one to 25 office employees. The 
totals of men and women employed in all 70 firms indicated 
a ratio of 1.2 men to one woman. 
6. Those deficiencies in job preparation considered 
common to some degree by the greatest number of employera 
were poor spelling, inability to write good English, in-
ability to compose letters, poor vocabulary, poor punctua-
tion, failure to check accuracy of work, and lack of 
ability to write legibly. 
7. Those deficiencies in personal traits and work 
habits considered as common to some degree by the greatest 
number of employers were lack of initiative, tendency to 
waste time, lack of willingness to do ''extras," lack of 
interest in work, and poor organization of work. 
8. About 75 per cent of the adding and calculating 
machines used by the responding firms were electric. 
9. The growing popularity of electric typewriters 
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is evidenced in Table XIII, showing that almost 30 per cent 
of the typewriters used by the respondents were electric. 
10. Twenty-two of the 70 responding firms did not 
include billing and/or bookkeeping machines in their reports. 
11. Offices reporting the use of duplicators indicated 
67 per cent were electric. 
12. Thirty-two offices used transcribers. Other 
popular machines reported were the Addressograph, Todd 
Check Protector, IBM Key Punch, and F & E Check Protectograph. 
13. The training in general background education was 
viewed in better light than business skills training b.Y the 
respondents of this survey. Only 45 per cent of the 
respondents considered business skills training as adequate. 
CHAPTER VII 
·CONCLUSIONS AND RECm-1MENDATIONS 
1. Since 40 per cent of the participating firms 
are engaged in sales, the schools need to prepare the 
students for selling positions to meet these demands. 
2. The low percentage of firms that employ people 
for office work through contacting the schools indicates 
a need for better public relations between the schools 
and businesses. 
3. The high percentage of employers who are guided 
in their selection of new employees by their impressions 
during the in~tial interview points up a need to prepare 
the ,students to meet the public. 
4. Since a high percentage of employers require 
previous business experience, there should be opportu-
nities for the students to get supervised experience in 
the schools during their high school education. 
5. The mediocrity of value placed upon business 
courses taken and grades obtained in school might infer 
a lack of confidence by the public. 
6. One third of the participants in the survey 
indicated that entrance tests are not given to prospec-
tive employees. Then, the students ought to be aware of 
the importance of purposeful application and self-trained 
discipline. 
7. Seventy per cent of the firms employ one to 25 
office workers; almost half of these employ up to ten. 
A comprehensive business education is definitely advan-
tageous if students are to find a place in small offices 
where a few office workers cover a large area of diversi-
fied tasks. 
8. A ratio of 1.2 men to one woman in the local 
offices indicates the need to encourage boys to avail 
themselves of a thorough business education. 
9. Results of the Waterbury area survey show poor 
spelling to be common by the greatest number of respond-
ents. A constant effort to improve the spelling habits 
of students of all grades is necessary. 
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10. The great number of participants who indicate a 
lack of ability in the high school graduates to compose 
letters points up a need for more opportunity in the class-
room for composition at the typewriter. 
11. Inability to write good English, poor vocabulary, 
and poor punctuation indicate the importance of stress in 
these areas not only in courses in English but in all 
subject areas in order to promote continued and habitual 
good usage. 
12. The numerous times that lack of ability to write 
legibly was noted places a great responsibility on the 
schools to provide continual emphasis in this area. 
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13. Failure to check accuracy of work as noted by 
50 per cent of those participating in this study confirms 
the importance of this phase of the typewriting course. 
14. The three deficiencies indicated as very common 
by the greatest number, namely, lack of willingness to do 
•extras", lack of initiative, and tendency to waste time, 
should prompt an all-out effort to develop greater interest 
in learning and doing any assignment well. 
15. Retention of a course in office machines skill-
training is deemed necessary to equip prospective office 
workers for the majority of offices. 
16. The local schools should be equipped with up-to-
date machines, particularly electric, in order to give the 
students the kind of training they should have for office 
employment. 
17. The low percentage of participating offices report-
ing transcription machines leads to the conclusion that 
shorthand training should continue to be taught to the 
many students who will find employment where no mechanical 
devices exist. 
18. Since less than 50 per cent of the respondents 
considered business-skills training adequate, a review of 
the current business curriculum, with considerations for 
revisions, seems advisable. 
BIBLIOGRAPHY 
Betti, Ida Marie, A Survey of 128 Greater Boston Business 
Firms to Determine.Some.o:r the.Deficiencies,o:f.New.Office 
Eliip!oiees, , Master 1 s -:Thesis, "'l30ston . Uni ver si ty, m4 .. 
Blackler, William R., "Taking the Cue from Business,u 
Business Education Forum, vol. 10, April 1956. 
Brown, Laura L., "A Survey of 20 Business Firms,u ~ 
Balance Sheet, vol. 34, S,eptember 1952. 
lt9 
Callahan, Mary Francis, S.ister, A Survey of Firms Employing 
the 1948-~ Business Department Graduates of St. ,~,High 
School, Cambridge, .Massachusetts, with Implications ·ill .. 
Curriculum Revision, Master 1s Thesis, .Boston University, 1954. 
Crank, Doris H. and Floyd L., ttimperatives in Planning the 
Secondary School Business Education Curriculum,u The Balance 
Sheet, vol. 41, April 1959. . 
Day, Elmore M., Jr., "The National Pulse of Office Employ-
ment,~ The Balance Sheet, vol. 38, December 1956. 
DeVaughn, A. G., •Why Good Beginners Fail in the Office,u 
The Balance Sheet, vol. 36, November 1954. 
Lanham, Elizabeth, 'lWhat Business Needs in the High School 
Graduates,tt The Balance Sheet, vol. 23, February 1952. 
Roman, Irene L., Survey of the Testing Procedures~ 1Qr 
Initial Employment ££-Stepographers, .Master's-Thesis, 
Boston-University, 1954. . 
Tonne, Herbert A., Principles of Business Education, Second 
Edition, Gregg Publishing.Division, -McGraw~Hill-Publishing 
Company, Inc., New York, January 1954. 
Waterbury Business Appraisal Committee, Which Way, Waterbury? 
A Self Evaluation of the Waterbury Area Business-Climate, 
1960. 
Whitcraft, John E., "How Business Education can Evaluate 
Its Services to the Community,~ Business Education Forum, 
vol. 10, May 1956. 
~--~--~~~-' Highlights of Waterbury, Connecticut, 
Chamber of Commerce of Waterbury, 1959. 
50 
Appendix 
• 
February 26, 1960 
Mr. John A. Largay, President 
Anchor Fasteners, Incorporated 
1083 Bank S,treet 
Waterbury, Connecticut 
Dear Mr. Largay: 
Your participation in a survey to obtain informa-
tion concerning the educational training of new 
employees in Waterbury area firms will be very much 
appreciated. 
This study is being undertaken for the purpose of 
obtaining data which will help the schools in revising 
the curriculums to meet local business needs. The 
tremendous growth in the population of Waterbury has 
necessitated expansion of our high schools and your 
assistance is urgently solicited to help us plan an 
effective program to meet the changing demands of 
business. 
A checklist is enclosed to facilitate your contri-
bution to this survey. A stamped, return-addressed 
envelope is enclosed for your convenience. 
Won't you assist us in our efforts to provide you 
with better-trained and better-adjusted personnel by 
returning the checklist promptly. 
Enclosures 2 
Sincerely yours, 
Imelda c. Nolan 
Survey Director 
Boston University 
School of Education 
Library 
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A SURVEY OF BUSINESS FIRMS IN THE WATERBURY, 
CONNECTICUT AREA WITH IMPLICATIONS FOR 
IMPROVING THE BUSINESS EDUCATION PROGRAMS 
I. GENERAL INFORMATION 
1. Firm Name .... 
2. Type of Business 
3. 
Name and Position of Person completing the checklist 
II. EMPLOYMENT 
1. Please check the method most frequently used to obtain employees. 
a. --Employment agency d. __ Personal application 
b. __ Contacting schools e. _Recommendations of employees 
c. _Advertisements f. __ Qther (Please specify) 
2. Please indicate by a check mark ( </) the importance of the following requirements for 
initial employment. 
Very I I Not 
Important I Important 1 Important 
a. Business courses taken ... .. . .. H ••• • •• H •••• • •• I I 
b. Grades obtained in school .. H ••••••••••••• l-------11------+-l-----
l---------+---------+----~---
c. Employment test scores 1 _______ 1 ~-~~--d. Previous business experience .. . H • • I I 
e. Impressions through interview . ------~--~··· -- --~---------
f. Recommendations ........ H • ••••••••• ••••••••••••••• ••• I I 
g. Other (Please specify) I I 
······································· ································································ ! 1:----~--1-----~-------~-----------
3. What form of employment test is used by your firm? 
a. __ stenographic e. _Intelligence 
b. __ Typewriting f. __ General mathematics 
c. __ General clerical g. __ Qther (Please specify) 
d. __ General aptitude 
4. Please give the approximate number of employees 
engaged in office work. _____ _ 
Men Women 
5. Please check ( .J) the deficiencies you observe in new employees with 
reference to preparation, personal traits, and work habits. 
EXTENT OF DEFICIENCY 
Very Fairly Not 
PREPARATION Common Common Common 
a. Inability to speak good English 
--b. Poor vocabulary 
c. Inability to write good English 
d. Lack of ability to write legibly 
e. Inability to compose letters 
f. Poor spelling 
g. Poor punctuation 
h. Failure to make neat erasures 
i. Inability to answer telephone properly 
j. Inability to act as effective receptionist 
k. Failure to check accuracy of work 
l. Inability to type accurately 
m. Inability to type with reasonable speed 
n. Insufficient speed in taking dictation 
o. Insufficient speed in transcribing notes 
p. Failure to transcribe notes accurately 
q. Insufficient knowledge of filing 
r. Inability to do simple arithmetic 
s. Inaccuracy in keeping records 
t. Insufficient knowledge of making entries 
u. Insufficient knowledge of posting 
v. Insufficient skill in using calculating machines 
w. Insufficient skill in using listing machines 
X. Insufficient skill in using duplicating machines 
PERSONALITY TRAITS AND WORK HABITS 
a. Poor attendance 
b. Tardiness 
c. Tendency to waste time 
d. Lack of initiative 
e. Lack of interest in work 
f. Poor organization of work 
g. Lack of willingness to J,o "extras" 
h. Lack of respect for superiors 
i. Lack of courtesy 
j. Failure to get along with fellow employees 
k. Little dependability 
l. Poor grooming 
m. Other (Please specify) 
• 
• 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
6. Please list the number of business machines which 
are used in your office in the appropriate column. 
Name of Office Machine 
Burroughs Adding Machine 1. 
Clary Adding Machine 2. 
Dalton Adding Machine 3. 
Sundstrand Adding Machine 4. 
Victor Adding Machine . 5. 
Other (Please name) 6. 
Burroughs Calculator 7. 
Friden Calculator . 8. 
Marchant Calculator 9. 
Monroe Calculator .................. 10. 
Burroughs Comptometer ... ...... .. 11. 
Other (Please name) 12. 
I. B. M. Typewriter ...... 13. 
Remington Typewriter ..... 14. 
Royal Typewriter . 
··················· 
.. .15. 
Smith-Corona Typewriter ... . .. 16. 
Underwood Typewriter < H<<<<<<17. 
Other (Please name) 18. 
Manual 
19. Burroughs Commercial Posting Machine ... . ............. 19. _____ _ 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. Burroughs Bank Machine '' <<<<<<<<H<20. ______ , 20. 
21. Elliott-Fischer Bookkeeping Machine ............... 21. _____ _ 21. 
22. Remington Bookkeeping Machine ................... 22. _____ _ 22 . 
23. Underwood Bookkeeping Machine 23. _____ _ 23. 
24. Other (Please name) __________ _ 24. _____ _ 24. 
25. 25. Addressograph . . .... 25. ______ , 
26. 26. Dictaphone .... . ............. 26. ______ , 
27. Ediphone . . ... H .. HHH.HH HHHH ..... HH<HHH•H... . ..... 27. _____ _ 27. 
28. I. B. M. Key Punch . . . . . H HH .............. 28. _____ _ 28. 
29. Todd Check Protector .. .. .. H. 29. _____ _ 29. 
30. Other (Please name) _______________ 30. _____ _ 30. 
31. 31. Direct Liquid Duplicator H. . . . ............ 31. ______ . 
32. Ditto Gelatin Duplicator . . ...... 32. _____ _ 32. 
33. Mimeograph . . ............ 33. _____ _ 33. 
34. Multigraph-Multilith . . ............. 34. _____ _ 34. 
35. Other (Please name) _______________ 35. _____ _ 35. 
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Electric 
7. To what extent do you consider the schools are providing their graduates with: 
Commendable Adequate Insufficient 
a. general background education ... 
b. business skills training . 
8. Please list subjects that you feel should be added to the high school curriculum. 
Subject Comment 
• 
April 3, 1960 
Mr • .John A. Largay, Pres:ident 
Anchor Fasteners, Incorporated 
1083 Bank Street 
Waterbury, Connecticut 
Dear Mr. Largay: 
I wish to thank you for your courteous 
response to my letter of February 26 request-
ing your participation in a survey to obtain 
information concerning the educational 
training of new employees in Waterbury area 
firms. 
The data which you have contributed will 
be incorporated in my report; the names of 
participating firms will not be mentioned. 
Respectfully yours, 
Imelda C. Nolan 
Survey Director 
